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LANGLEY

POLICY

DIRECTIVE

Directive:  LAPD 1551.1

Effective Date:  August 21, 2000

Expiration Date:  August 21, 2005

Responsible Office:  Office of Logistics Management

SUBJECT: Langley Research Center Standard Distribution Lists (SDL) System

1. SUMMARY

This directive sets forth policy and responsibilities for the Standard Distribution Lists
(SDL) System.  This system provides for the distribution of Langley Research Center
(LaRC) information such as special announcements, reports, policy, procedures, and
correspondence to employees and selected other personnel.

2. POLICY

a. General

It is the policy of this Center to use the SDL System to:

(1) Ensure appropriate and necessary distribution of LaRC information.

(2) Limit distribution of written communications at LaRC to essential information only.
Other means of effective communication are electronically, hard copy other than the
SDL, or other available media services.  These means of communication should be
utilized whenever possible.

(3) Avoid duplicate mailings.

(4) Maintain up-to-date distribution lists.

b. New SDL's

New SDL's will be established only if an existing SDL does not meet distribution
requirements.

c. Temporary SDL's

Occasionally, a temporary SDL will be made available when a specific distribution
warrants modifications to an existing SDL.

d. Organization SDL's

The availability of personal computers has facilitated the creation of distribution lists by
various organizations.  Since this can provide an effective means of communication to
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meet unique needs, use of these distribution lists is permitted.  However, care must be
exercised to ensure that the information disseminated is correct, the distribution list is
accurate, and there is no confusion with the official SDL System.

3. RESPONSIBILITIES

a. Secretary, Office of Logistics Management (OLM)

(1) Manage the SDL System.  (See Attachment A for alphabetical list and
Attachment B for numerical list of SDL's.)  Updates to these Attachments will be made
by the OLM Secretary and submitted to the Center Directives Manager for changes
without further routing upon receipt of this approved LAPD.

(2) Approve requests for and assign SDL numbers.

(3) Train new SDL "contacts" in correct SDL procedures.

(4) Verify that correct SDL transaction type is used to avoid duplicate distribution.

b. Organization of Primary Responsibility (OPR)

(1) Develop, establish, and ensure that the SDL's under its purview are up to date
and accurate.

(a) Prepare Langley Form 135, "Standard Distribution List (SDL) Update," for each
change requested.  This form contains detailed instructions.

(b) Complete Langley Form 174, "Standard Distribution List (SDL) Service Request."
One copy of this form is required for each daily batch of changes submitted.

(2) Rescind SDL's when they are no longer needed.

(3) Advise OLM when assigning new "contacts" for SDL's.

(4) Ensure that new contacts are trained by OLM personnel to process revisions or
changes to SDL's according to procedures.

c. Information Systems Branch, Office of Chief Information Officer (ISB, OCIO)

Provide labels to Library and Media Services Branch for distribution.

d. Library and Media Services Branch, OCIO

(1) Review distribution requests to ensure that distribution has been coordinated and
approved by OLM.

(2) Forward unauthorized requests to OLM for processing and approval.
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(3) Obtain labels from ISB.

(4) Place the material for distribution in the mail system.

e. LaRC and Non-LaRC Personnel

(1) Submit NASA Langley Form 41, "LaRC Directory Change Notice" (available on-
line), to the Capital Investment Planning Office when address data changes.

(2) Advise the Office of Human Resources of name and Mail Stop changes.

4. RECISION

LAPD 1551.1, dated October 11, 1995.

Jeremiah F. Creedon
Director

Attachments A-B
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